
 
 
 
  Instructions for Quarterly Data Reporting (as of 1/10/03) 
 
Sites are required to submit a quarterly report to their federal project officer that provides 
data on 16 elements that capture information on the status of enrollees in your project and 
the types of services they are receiving. You must submit the quarterly data report no later 
than the 15th day of the month following the end of each quarter. 
 
The first quarterly data report is due to your federal project officer on January 17, 2003. 
Please note, since this is the first required data report for the Round Three Youth 
Offender Demonstration Project, your report should reflect all enrollments and 
activities from the start of the grant through the end of this quarter (July 1, 2002 - 
December 31, 2002).   
 
DATA DEFINITIONS  
You may submit your report either electronically or on paper. Please refer to the 
document, "Data Elements Definitions," as you prepare your report. The document 
describes each of the required fields and defines the specific data that you should report in 
that field. The "Data Elements Definitions" reflect the feedback that we received on the 
DRAFT definitions distributed at the introductory Kansas City grantees conference in October 
2002. 
 
If you have additional questions after reviewing these definitions, please contact by email 
Susan Rosenblum at srosenblum@doleta.gov or Amanda Briggs Spickard at 
aspickard@doleta.gov. 
 
REPORT TEMPLATES 
We are providing a "Data Elements Template" both as an Excel spreadsheet and as a 
Microsoft Word document. 
 
Data Elements Template (in Excel) allows you to submit the reports electronically and 
offers the added benefit of calculating cumulative totals for you.   
 
Data Elements Template (in Word) is designed for projects that do not use Excel or who 
prefer to work from paper.  You may submit the Data Elements Template in Word either 
electronically or printed and sent via fax to your project officer.  Note: The Word data 
elements template does not automatically calculate cumulative totals. 
 
 
 
REPORTING INSTRUCTIONS 
 

• Only two data elements are determined at the time of enrollment and 
remain the same throughout the project: offender status (i.e., youth offender or 
youth-at-risk of court/gang involvement) and age (14-17 or 18-24).  In the attached 
data elements template, these “categories status” data are indicated as column 
headings.   

 
• For all other 16 data elements (listed as row headings in the attached data elements 

template), participants can change status from one quarter to the next.  For 
example, a participant may be “in high school” in the first quarter you report, change 



status to “out-of-school” in the next quarter, and then return to “in-school” status by 
becoming engaged in GED preparation services in the subsequent quarter.  For all 
16 of these data elements, project participants should be recorded in every 
data category they touch throughout the life of the grant.  Once participants 
are included in a category, they should never be subtracted out if they leave 
that category and move on to another category in a future quarter.  Note: Because 
participants will likely be recorded in multiple categories over the course of 
the grant, cumulative data category totals may exceed the number of 
enrolled participants.  

 
• If you report using the Excel template, you must fill in the Project Name, Date, 

Location, and the data in the Quarterly Data Columns only. Within the template 
the Quarterly Data Columns are labeled “Q” and are shaded in "yellow." (As indicated 
above, this first quarterly report will include all participant data for the period July 1, 
2002 through December 31, 2002.  Subsequent data reports will capture data only 
for the quarter indicated in the header of the template.)  Do not enter data in the 
white Cumulative Data Columns, marked “C”; cumulative data will automatically 
be calculated by the spreadsheet.  There is a separate Excel Sheet for each quarter, 
and as you progress from one quarter to the next, cumulative data will be carried 
over to the next Sheet. 

 
 

 


